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' OFFICE OF SECURITY COMPETITIVE EVALUATION PROGRAM

\
3rd Rev1s1on - September 1960
(Pages 1 and 2 Rev1sed March 1961)

L

~ PART - POLICY

1. Agency 'vpolicy 'provildes that promotions will be;ba;eed on competi-
‘ tive evalueeion:s of »quahﬁed employees with respect to their perfol'mance,
qualiﬁcations, lerigth of service, acceptance of Career Staff obllgahons
and value to the Agency.
2, To become el1g1ble for evaluation, an employee muet first have
- entered the zone of con31dera.t:10n for promotion by having served the mmimum
length of time in grade as prescribed by Regulatlon- 25X1A

3, The Cornpet1t1ve Evalua.twn Panels which were orlginally

established”urlder {:l'le_foice of Security Competitive Promotion Program, in

25X1A omphance Wlth Regulatlon- rated personnel in grades GS-12 and below
by component grouping. These panels were changed in March 1961 to provide
for ratmg by GS grades on a Security Career-wide basis rather than separating
grades by components. The panels are composed of personnel senior in grade
1
L 4
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to the personé whofﬁ they will evaluate, The composition of i:he_sé paﬁéls will
be changed by the Director of Security a.t his discretion, In the case of a pro-
longed absence of a member. an. alternate will be named on an ad hoc basis
by the Director of Secur.ity.

4, The Senior Grades Panel which rates all eligible personnel

in gradeé GS.13 a.nd‘GS-14 on a Se'cux__‘ity Career-wide basis, remains in
effect without change. The other ﬁane'\ls ‘created in March 1961 are as follows:

. _GS-IZ Panel

_Medium Grades Panel (GS-10-~ 11)

Junior Gra.des Panel (GS_—7-8-ﬂ
-5. The composition of the p‘anel.s fairly represents l;he two major
componehts of tl{e":‘offic‘:e. Ea.c"i;»panel‘ has a ‘chairman desiéna.ted by the :
Director of Security and a non-voting secretary furnished by the A&TS. The
secrvetai'y' is responsible for {a) compiling lists of persons eligible for
evaluation, (b) having available for review and reference pertinent current
data on each pg_rsoh scheduled for evaluation, and (c) maintaining records of

panel proceedings.
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6. As indicated in Regulation_, personnel in 25X1A
.Girades GS-1 through GS-6 will not be rated by panels, but the basic

principle of competitive promotion will be followed in considering their

promotions.

7. All pe-rsvonnel in Grades GS-7 through GS-10 will be rated at least

once each year after receipt of their latest Fitness Reports. Every eligible
gecurity careerist in Grades GS-11 through GS-14 will be rated at least |
once each year after receipt of his latest Fitness Report. In order to
accomplish this, each panel ‘will hold a series of meetings once yearly to
evaluate specified personnelv in a particular grade as soon as possible

after the anmiml Fitness Reports for that grade‘have been processed, and

‘at least one month in advance of the first annual date set by the Career
S_ervice' Board for consideration of promotions of personnel in that specific
gfade. The Administration and Training Staff will supply each panel with
.the names of pei’sonnel eligible to be evaluated.

8. After a panel completes the evaluation of all applicable personnel
in a specific grade, the resulting ratings will be tabulated by Administra-
vtiAo_n and I:aining Staff for all panels except the S’énidr Grades Panel.
Ratings for the Senior Grades Panel will be tabulated by the Executive

Officer. All tabulations will be designated ""Eyes Only' and will be submitted
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to the- Ba.nel chairmaxgx for authentication and sﬁﬁfnittal to the .Dir_éctor bf
Se_curilv‘.yﬁ, thréu'gh.the Career Service Board.  The Career Service Beard
'may request a panel cha1rman to explam a.ny rating and the Board may
recommend cha.nges in speciﬁc ratmgs to the Dn'ector of Security., Upon
-approval by the Du-ector of Security, the evaluatmn tabulations become

' the_\gfficial CompetitiveiEvalua.tion Ratings for use of the Career Service
Board in the consideration of promot.id.ns and are maintained on an
MEyes Only" basis as s-tateci beliow. )

9. Tabulations of ratings" for GS-13 and GS-14 personnel will be
ma.de in one original copy only and will be maintained by the Executive
Officer on an ”Eyés Only" basis for the e'xclusiveruvs"e of the Director of
Sécurity and iﬁembers of the Career Service Board. Tabulations of
ratings for personnel GS-7 through GS—lZ will be made in an original
to be kept by the Chief, A&TS,, and one copy to‘ be kei:t by the Executive
.‘Q,ffiqga-x' on an '"Eyes Only" basié for thé exclusivevuse of the Director of
Security and members of the Career Service Boa.rd; No other éopies of

any evaluation ratings will be made or kept.

T
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"PART II ~ STANDARDS

(Rev. 4/61)

__-“1.‘, 'b ;’The ,,.evé.'lua.tion of each émployee_ will be r‘ec‘orded on a form

which pr’ovid(_e,'s for ratings on seven major elements based on the individual's

‘administrative record as reflected by Personal History Statements,

.'I"itness,vRé‘p_ort.vs,. Training Evaluations, Records of Performance, etc,

. .Each of the major elements is assigned a maximum numerical value, as

.. follows:

£

Performance

Value of Employee to Agency

- Personal Effectiyene ss

B

-Acceptance of C'areel_f Obligation

EducatiOn =

Experience

Time in Grade . .

50

20

10

9
|  3
.

100

Where appropriate, the elem_e;rits have been divided into éub-elements

“which in turn have been assigned a range in numerical values within the

3 . total possible score of the rn,__ajc‘avr element as follow_slﬁ-_ o
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PERFORMANCE

Producitivity

Quality

VALUE TO AGENCY

Supervisory or Leadership Qualities

Versatility or Expertness

Growth Potential and Trainability

PERSONAL EFFECTIVENESS

ACCEPTANCE OF C, S, OBLIGATION

EDUCATION

EXPERIENCE

TIME IN GRADE

Maximum

\ Possible

(25)

{25)
50

(10)

( 5)

20

10

100

(Rev. 4/61)
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STANDARDS FOR RATING ELEMENTS AND SUB-ELEMENTS

a. The.f‘olvlowing pages (8 thru l%contain standards for rating

_each element and sub-element, and the factors which should be con-~

sidered in determining each rating. The factors listed for consider-
ation are guidelines only and are not to be given numerical ratings.
b, In order to assure that proper consideration is given to the

standards and factors in each case, the appropriate page among the

following (8 thru ld'should be kept hefore each panel member during

the deliberations covering the specific element or sub-element.

¢, More general guidance in the rating process is contained
in Part IIl, Guidance. Each pa;nel member should familiarizé himself
with it. Part III should be used as a reference whenever necessary
and should be reviewed periodically by panel mémbers so that its

provisiohs will be kept in mind during the evaluation process.
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(Rev. 4/61)

W A EBERFORMANGE == ——Maximum Possible Total __50
.(1') PRODUCTIVITY ‘ Possible (25)

(Rating range from 0 to 25)

(Consxder the person's actual productwn on his job and rate
him from 0 to 25 accordingly. If he is on a job on which
Production cannot be measured or is not of the essence, then
consider the following factors as guide lines in arriving at an
- evaluation, Do not give numerical ratings to factors.)

(a) Capacity

(b) Industry (For guidance

ce 17
(c) Application see page 17)

(d) Enterprise
(e) Initiative

(f) Creativity

A4
{2) QUALITY ‘ Possible (25)
’ ~ (Rating range from 0 to 25)
(Consider the quality of the person's work and rate him from
0 to 25 accordingly. If the product is intangible, consider the
following factors. Do not give numerical ratings to factors.)
(a) Capability
(b) Skill
{For guidance
(c) Ingenuity see page 17)
{d) Dexterity
{e) Expertness
(f) Originality
Appropriate consideration should be given in the ratings where
applicable in those cases where an employee is performmg in
- a grade above or below his actual grade.

: %90030001 0008-4
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B. VALUE OF EI\_/I,___P_’LOYEE TO AGENCY Maximum Posgsible Total 20

[ —— — s—— [ ——

(1) SUPERVISORY OR LEADERSHIP QUALITIES Possible (10)
(Rating range from 0 to 10)

{Consider the person's actual or potential supervisory or
leadership qualities as indicated by, but not necessarily
limited to, the following factors as guidelines. Do not give
numerical ratings to factors.)
" (a) Accepts responsibilities
(b) Commands respect
{c) Resourceful
(d) Good judgment
{e) Decisive
{f) Thinks clearly

(g) Respects authority

(h) Is considerate of subordinates

. See pages 18 and 19 for guidance.
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hd Gamueoviviaiuhiiishnig, ™ (Rev. 4/61)

A Value of Employee (Continued)

(2) VERSATILITY OR EXPERTNESS Possible (5)
(Rating range 0 to 5)

"Versatility' is measured by:

{a) Satisfactory service in diverse jobs.
(b) Capacity for satisfactory service in diverse jobs.
(c) Official "holds'" on certain assignments.

A“Expertness" increases in value in direct ratio to the
importance of the job and the difficulty of replacement.

(3) GROWTH POTENTIAL AND TRAINABILITY Possible (5)
S (Rating range 0 to 5)

"Growth Potential" is measured by:
o —
‘{a) Present readiness for greater responsibilities or

(b) Visible potential for training for greater responsibilities.
Points will not be awarded for "'"Trainability" simply for a
period of training. In order to accrue points based on

."Trainability", the record must show extraordinary per-
formance in a training course. The sophistication or difficulty,
of the course should also be taken into consideration.

See guidance on pages 20 and 21
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C. PERSONAL EFFECTIVENESS _ Maximum Possible Total 10

(Rating range from 0 to 10)

{Consider overall personé.l effectiveness as reflected bsr the
following factors as guidelines. Do not give numerical ratings
_to the factors.)

a. Character

b, Decisiveness

c J udgmeﬂt

d. Persuasiveness

e. Purp.osefulness

f. Maturity

g. Loyalty

h. ’ R.elat:ions with others

i Considerat.ion for subordinates

j. Respect for authority

k., Poise

1. Cooperativeness

[

See page 22 for guidance.

11
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D. ACCEPTANCE OF CAREER SERVICE OBLIGA_’I_‘_IGN

{Rating range from 0 to 9) ' Maximum Possible Total 9

e s o ey S . S——

Assign a rating as indicated below based on an evaluation of the
aggignment record and the area assignment preference of the individual.

1. Has served a regular tour overseas. 9
2. Is committed to serve anywhere without reservation. 8
3. Will serve anywhere, but requests an exception or a 5-7

temporary deferment (hot over 1 year) for valid personal
reasons. (If deferment over one year or unreasonable
exception is requested, use #4, #5 or #6 as indicated.)

4, Available for certain assignments, but has declined 3-4
specific assignments or will not serve in certain areas.

5. Generally unavailable for valid reason. 2

6. Generally unavailable for questioﬁa}‘ble reasons. 0-1

See pages 23 and 24 for guidance.

12
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E. EDUCATION Maximum Possible Total 5
iy e s e LS e e - :
4-year college degree - "4
2 or more years college : 2 '

| Additional degrees or qualifi-

cations evidenced by state

licenses to practice a profession 1
Substitution of points for CIA experience in lieu of education is s
provided as follows:

"~ a. An employee who has no college education, and who has

served five years with satisfactory performance, may be allowed
one year credit for experience in lieu of education for each year's

gervice after five years.

. b. An employee who has only a partial college education rna.y,‘

. after serving five years with satisfactory performance, be allowed

one credit for each year of completed college work not previously
¢redited to him under the rating standard for education.

c. An employee with a partial college education, which has
been credited to him, may also, after five years of service, be
allowed such substitute credits of experience in lieu of education -
for each year's service after five years to make up the credits
Jacked in education.

d., Experience refe:i‘ed to above must be security experience
with CIA.

. e, In no event will the total credits attained under the pro-
visions of paragraphs a, b, and c above exceed "'4",

See page 25 for guidanc‘e.
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A 4
F. _E}}_E_ERIENCE Maximﬁm Possible Total 3
1. One point for each five years of intelligence or
gecurity experience to a maximum of three points
" for fifteen years or more.
G. TIME IN GRADE M aximum Possible Total 3
1, Grades 7 to 10 inclusive
1 point per year, to maximumof . . . . 3
2. Grades 1l and 12
1 point for each 2 years to maximum of . . 3
3, Grades 13 and 14
o 1 point for each 3 years to maximum of. . 3
See page 26 for guidance.
14
o/

Approved For Release 2001/07/31 : CIA-RDP80-01826R000300010008-4



Approved For Release 2001/07/31 : CIA-RDP80-01826R000300010008-4

- O w

L -

PART III - GUIDANCE

GENERAL
- 1. The instructions and guidance contained in Agency Handhook
25X1A _should be followed conscientiouslﬁr in avpplying‘ratings. As a
further aid in this respect, explanations and general guidance for the
application of numerical ratings to the elements outlined in Part II of this
Manual are set forth hereunder.

2. Thé evaluation process is an arduous, time-consumming
endeavor, but it is so vital to the career of the indjvidual employee,
that;.those entrusted with it must apply themselves conscientiously and

. objectively to insure that accuraite andvfa.ir.ra,tings are determined for
each employee, There is no substitute for patience, perseverance and
hard work in this 'ta,sk, and eé,ch panel member should so d_‘edica,te himself
as an obligation to the Office and his fell‘ow careerists,

3., In arriving at an evaluation, reliance must be placed on

documentary records such as Fitness and Performance Reports, Training

~Evaluations, Special Reports on Conduct, etc. While care must be taken

!

1%
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not to over-emphasize paﬁel members' personal knowledge of an individual,
at the same time if that knowledge concerns information not in the records
or raises a question as to the accuracy of a Fitness Report, it should be
given full consideration by the panel. Personal interviéws of the employee,
his supervisor, or others having knowledge of him or his work, should be
utilized whenever necessary to produce, confirm or resolve information to
aid in the evaluation,

4, The evaluation process transpires by a panel giving numerical
ratings to the elements listed in Part II of this Manual, These element
rét,ings, when added together, represent the pénel's evaluation of the
person under éonsideration; this also becomes the composite ra;:ing score
by ‘which the individual is compared with other persons of the same GS
grade. To arrive at a proper‘ rating for an elemeﬁt or sub-element, con-
sideration must be given to the relation of ée_rtain factors to the person being

evaluated, The factors are listed in Part JI under each sub-element,

Panels may and should consider whatever factors in addition to those listed,

are in their opinion germane to the element under consideration. It is
repeated that no numerical value is to be given to the factors; they are used

only as guides for the panel to arrive at a proper rating for the element.

| - 16
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“W A, PERFORMANCE

1, PRODUCTIVITY AND QUALITY (See page 8) 25X1A

a. Follow the guidance given in Ha,ridbook-under I,
Secéion C, 1(a). - Factors to consider in evaluating a person's
MProductivity" and ‘fQuality" are listed on page 8. These factors
should be given particular consideratién when the person being
evaluated works on a job, the performance of which does not directly
~equate itself to "Productivity''. The best source of information for
evaluating "Productivity" and "Quality" shoul& be the Fitness Report,
b, V"P.erformance“ carries the highest rating value in the

evaluation process. Therefore, care must be taken not to over-evaluate

in this element. It is well realized that Fitness Reports in general are

made on the high iside; this naturally affects the evaluation, but panels
should weigh all evidence, including the members' own knowledge of the
individual being rated together with their knowledge of his supervisor,
before following blindly any Fitness Report which does not appear to have
.been_ma.de with considered judgment., In cases where performance is
known to be only avérage. or below average it should be so rated. An
unjustified high rating o-f an average or medioc‘re person is unfair to the
e:ﬁ_cellent‘em_ployee because the ratings will not reflect the difference
between them,

17
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VALUE OF, EMPLOYEE TO AGEN CY (See page 9)

Each of the three sub-elements listed must be carefully con-
sidered indivi/du;ally to arrive at a composite rating for the major
element of "Value". In accomplishing this, each factor under a

sub-element should be thoroughly considered and discussed with

- respect to its applicability to the person being rated.

It is intended that in assessing the "Value of Employee to the
Agency", full attention.and credit be given to the individual's overall
potential as reflected not only in the current Fitness Report but by
his past record. His record should be carefully reviewed to note
what comments his supervisors have made regarding his potential.

Panels are again cautioned against over-rating. In order to
emphasize the value rof‘ truly superior persons, those who fall short

must be rated correspondingly lower to reflect the differences.

18
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Value of Employee (Continued)

1‘. BUPERVISORY OR LEADERSHIP QUALITIES (See page 9)
a. Note that this sub-element carries the highest possible

numetrical value (10) of all the sub-elements. Do not make the
mistake of assigning a high numerical rating to this sub-element
simply because an affirmative reaction is obtained iﬁ the consideration
-of all the listed factors relating to it. Consider carefully the degree
to which each factor applies to the person and thus arrive at the numerical
rating which most accurately describes‘ the degree of his "Supervisory
or Leadership Qﬁalities", either actual or potential. Remember that
only the exceptionally outstanding individual should approach the
maximum rating, otherwise a "High'" rating loses its comparative

value. Do not over-rate.

- b. Section B of the Fitness Report contains a mandate
that supervisors be rated on their ability to supervise, therefore that

section should be a source of information in rating this element.

19
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(- Value of E mployee (Continued) (Rev. 4/61)

2, VERSATILITY OR EXPERTNESS (See page 10)

a. The peraon's record should be examined to see if it
ghows diversity of exéerience or a potential for such diversity within
the Office of Security or the Agency and the capability demonstré,i:ed
in any such as.sign;'nents. An individual should not be considered as
ha;ving ﬂexii:iiity or vergatility and thus a high potential value to the
Agency, simply because he has rotated in a number of jobs, and vice
versa. Some personnel have héén moved from one job to another
because of their lack of comﬁetence.

b. The record should also be examined for "Expertness"

- v in an essential function. Some persons who have remail)aed in one
position’or one kind of wo.rk may have a high potential in "Value to the
Agency'" based on their expertness in a specialty.

“¢. One person may have a high potential simply on the
promise he shpws of being able to handle jobs of a d‘ivérse nature,

_ another on hi‘s potential expertness in an important specialty., It goés
without saying, of course, that an employee who has either served in a
highly competent inanner in more than one phase of our work or who has
démonsti;ated his expe'rtnes;s in an essential specialty may well be con-

- gidered ‘t:o ha;fe p.roved his value in this element and be rated accordingly.

-d. The "Official Hold" factor refers to a determination by
the Director of Security, Medical Staif, or other qualified authority,

that a person's services are limited to specific duties or localities.

0,01 826R00030001 0008-4
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Value of Employee (Continued)

3. GROWTH POTENTIAL AND TRAINABILITY (See page 10)

a. The rating insofar as it refers to "Growth Potential”
will depend greatly on the potential demonstrated on past and current
jobs as reflected in Fitness Reports, also in the opinions and judg-
ments of supervigors as narrated in Fitness Reports and in the opinions
and considered judgments of panel members based on their knowledge
of the individual.,

b. The effect which "Trainability" has on the rating will
be reflected by the person's attainment in training courses and the

sophistication or difficulty of the courses. The rating shall not accrue

only by virtue _of the time spent in training.
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PERSONAL EFFECTIVENESS (See page 11)

1. Consider “Personality" iﬁ its broadest seﬂse and this
will insure that the person with the qualities most wanted in thé listed
factors under this element will receive the highest rating.

2, This elemént embodies much more than a ;‘hale-fel,low,~,
well-met" attitude. The jovial extrovert may not necessarily receive
the highest score. If such qualities help him establish good relations
with others, then that one factor will be favorable to him in the
evaluation, but rémernber that it is oﬁly one among the twelve factors
listed, If such a person does not measure up well in consideration of
the other factors, he may very well rate below the more retiring
person who proves to have the qualities looked for in the ol;her factors,
such as character, decisiveness, judgment, respect fcf. é.uthority, poise,

etc,

22
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D. ACCEPTANCE OF CAREER SERVICE OBLIGATION
‘ ' ” { See page 12)

1. The Jatest Area Assignment Preference Form (Rev. 4/61)
and records of previous assignments as reflected in the Administrative
-File are the source’s.of informatibn‘for rating this element. (Blank
Area Assignment Preference Form is #ttached. )

2. A rating of "9 ghould be given fox" records of prior completed
tou_is overseas, there there is a record of a subsequently declined -
.aesignment, the rating must be arrived at on the merits of the case.

-5 'A;chéck of Item 3-a in the Area Assignment Preference
Form and no record of previous overseas service would in&icate a rating
of "8", even though the individual indicates that he is not requesting the
first possible assignment. |

4. A check of Item 3b with 2 valid reéue st for deferment for a
péric&d of one year or less indicates a rating from "5" to "7" depending
-on the evaluation of thé req;est. If the deferment request is questionable
‘or if it is for a period over one year, the rating might rangé from "@¥ to
"4ﬂ.

5. A check of Item 3-c requires ca.r‘e/f.ul evaluation of the reasons
given for ‘;'v‘ef.l;‘uesting exceptions. The rating range will ordinarily be
between. 3" and npw, However, the rating in an extreme case might be
as Iowvas no" if, for example, the exceﬁtion requested were found to ke

23
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A cceptance of Career Service Obligation (Continued)

unreasonable’ or a subterfuge; or in l;he other extreme a rgting mlight
be as high as "8" if the exception is ene #rhich would oyrcfl}_ﬁa:."ily be
observed without being requested, such as not assigning a married
person to Korea,

6. Ratinés on checks of Item 3d will depend on the reasons
given but will probably result in ratings from "0": to M2,

7. M the individual indicates (Item 4), or the Papel knows,
that there is a medica_lier other reason which precludes him or his
family from serving overseas, the Panel should determing whether the
reason has been recorded officially by the Medical Staff or other
authorlty (if in its Judgment such a resolution ig neceaaary to arrive
at the appropriate rating), If it is decided. that the "Qfficiagl Hold"
does in fact preclude the individual from an overseas assignment, he
should be rated accordingly. This is not to be conszdered aga punmve
rating but is simply a rating which will make an eqmtable comparison

with other individuals who will and can accept other assignments,

8. Indications of the desired area of agsignment {Item 5) are
used only as guides in assigning personnel. Therefore, thoge state-
ments in themselves are not to be considered as restrictive unless

specifically so stated in "Comments",
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E. EDUCATION (See page 13)

a. A college degree at the bachelor level from a recognized
college or university is required in order to attain four points.
Except as provided for in paragraph ‘"¢’ below, no points will be
given for ~‘less than two years of college work and only two points can
be attained for two or more yéars of college without a degree.

b. One additional point is allowed for a graduate degree
or evidence of registration for the éractice of law, accounting,
engineering, etc.; however, no more than one point additional for
a total of five points is allowable for any or all of these e;ctras, and
only feur points are allowed for an LLB degree without a prior AB or
BS degree.

| ¢.  Employees rﬁay be granted credit for experience in lieu
of education after they fﬁave performed satisfactorily for a period of
five years, Substitution of i)oints for experience in lieu of education

is allowed as stated on page 13, Part 11,
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EXPERIENCE (See page 14)

a. This experience'may '_be acquired outside of CIA, If
necessary, the individual's personal history stat’:ementl should be
examined for i’nfoll‘mbation on' which to rate this sub-elemert. The
gervice computation da.lte should be set at the month the panel
estimates it will complete its evaluations.

b. Intelligence or security experience at clerical levels
ig creditable for points to individuals being rated in clerical grades.

¢. Intelligence or security experience at clerical levels is

not creditable for points to persons being rated in professional

_grades.

TIME IN GRADE (See page 14)

1. Time in grade should be ?figured' to include the month

‘that the panel estimates the comp_éﬁf:ive A'evaluaticms will be completed

for the TGS'grade being processed. ' For example, if a panel starts

working on GS-12 grade personnel late in March and estimates it
will not finish until May, all periods of service should be figured to

May.
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